School District of Santa Rosa County

Job Description

Food Service Compliance Officer
	Reports to: Director of Purchasing and 
                    Contract Administration
	FLSA Status:  Exempt

	Department:  Food Service
	Prepared by:  Human Resources

	Date:  August 21, 2014
	Job Code:   11010

	Position #:  31131
	Range:  17


Principal Duties and Responsibilities (Essential Functions):
Essential functions are fundamental job duties. They do not include marginal tasks which are also performed but are incidental to the primary functions. The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position, nor does every position allocated to the class necessarily perform every duty listed. Personal characteristics required of all employees such as honesty, industry, sobriety and the ability to get along with others, are presumed qualities and may not be listed specifically. 

· Monitor the district processes the for National School Lunch and Breakfast Program including the approval of free and reduced applications, claims for reimbursement and order and tracking of USDA Commodity Donated Foods; 

· Monitor internal controls to ensure the accuracy of lunch counts prior to the submission of the monthly claim for reimbursement to include periodic liaison with the district’s finance department;
· Monitor the Summer Food Service Program; 

· Chair Menu Advisory Board, active member of Health Advisory Council, School Advisory Councils and member of other committees that support and/or improve school nutrition; 

· Participate in School Board quarterly presentations; 

· Report to Food Service Director on all tasks and responsibilities;
· Responsible for all reports as required by Florida DOE Food and Nutrition Management; 

· Train food service office staff, cafeteria managers and food service employees on all matters related to the National School Lunch and Breakfast Program and other food service related matters to include, but not limited to nutrition and safety; 

· Perform periodic on-site reviews, monitoring of the National School Lunch Program, School Breakfast Program and the After School Snack Program; 

· Insure that proper health certifications are maintained; 

· Work with the district computer system to include finance, personnel, payroll and other functions; 

· Set up and maintain detailed files and files letters, reports and related technical information in the prescribed manner; 

· Type, perform data input, proof and process letters, forms, manuals, reports schedules, booklets, and related paper work; 

· Use computer and other technological equipment; 

· Perform research and retrieval of records and data; 

· Conduct statistical comparison of information for supervisor's use; 

· Perform related duties as required or assigned.
Supervision Received:

Food Service Director

Director of Purchasing and Contract Administration 
Supervision Exercised:

Food Service Staff
Minimum Qualifications & Skills Required: 

· Bachelor’s degree and one year experience working with the National School Breakfast and Lunch Program and one year experience; 
· or Associate’s Degree and three years experience working with the National School Breakfast and Lunch Program and three years supervisory experience; 
· or high school diploma and ten years experience working with the National School Breakfast and Lunch Program and ten years supervisory experience. 
· Member Florida School Nutrition Association (FSNA) and School Nutrition Association (SNA).
Preferred:
School Nutrition Association Professional Certification.  Computer and record keeping literacy.
Physical Demands:

Must be able to operate a typewriter and keyboard; sit for long periods of time, communicate using speech hearing and vision skills. Lift up to 60lbs. Office and school food service facilities.  Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions.

Terms of Employment:
Approved Compensation Plan

Educational Support Salary Schedule
Conclusion:

This job description is intended to convey information essential to understanding the scope of the job and the general nature and level of work performed by job holders within this job.  However, this job description is not intended to be an exhaustive list of qualifications, skills, efforts, duties, and responsibilities or working conditions associated with the position.
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